MSC Cataloging Flow Chart
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have a copy on this title
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Add Your Item to the
Existing Call Number

1. Click on Modify

2. Select your existing Call

Number

Click on Add Item

4. Follow steps for cataloging
item using local rules
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Search ALL Libraries

Search by browse & keyword
Title & Author search recommended over ISBN
You can attach to similar records (see SCP rules)

Did you find a title you can use?

NO —>

NO —>

Add a New Call Number and Item to
the Title Record

1. Click on Modify

Click on Add Call Number

3. If the “Library for new call number” pop-up
window appears, choose the library you are
cataloging for

4. Follow steps for cataloging item using local

I

rules

Modify Item According to Local Rules
In the Item Info tab/panel on the right, enter:

* ItemID

* Type

* Home Location

* |tem Categories 1-5 (if used)

* Price (if desired)

* |tem notes (circulation, public & staff)

Check to ensure settings are as you want them for
Call Number, Class scheme, Shadow call number,
and Shadow item

Import a Record From SmartPort

1.

10.
11.

12.

13.

If you have not already, adjust
SmartPort properties according to
MSC Cataloging Procedures

In Cataloging, click on SmartPort
Select the box for OCLC SmartPort
and click on Connect

Enter OCLC Connexion ID in the
format 999999999/password and
click OK

Search using ISBN if available

Review search results to find the best
record. Click on Display to review the
full record

When you identify the correct record,
click on Capture

SmartPort settings will appear. Check
that Match and Load is selected
Modify or enhance the record if
necessary (update CIP records, add
GMDs, AR, etc.)

Click on Save

Go to Call Number and Item
Maintenance and open the record
Select the call number added by
SmartPort and click on Add Item
Follow steps for cataloging item using
local rules

Click on Save

Please refer to the MSC Standard Cataloging Procedures for more detail on this process.




